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THIS DOCUMENT IS A GUIDE THAT INCLUDES DETAILED INSTRUCTIONS FOR SUBMITTING 
COUNTY FIRE SHOP DRAWINGS VIA THE CTAC ELECTRONIC PLAN SUBMITTAL PROCESS.  
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CTAC Electronic Shop 
Drawing Submittal Process 
 

 

LOGIN FROM CONTRACTORS ACCOUNT 
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From the Contractors account, click on the Application Tab 
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CHOOSE PERMIT APPLICATION TYPE (ELECTRICAL PERMIT) 
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SCREEN WILL THEN PROMPT YOU TO THE ADDRESS SCREEN.  YOU WILL 
NEED TO ENTER THE SITE ADDRESS FOR YOUR PROJECT.   

NOTE:  (If you project address is not listed in our system, you will need to contact the 
GIS/address Department @ 704-336-6357) 
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Select your site address and then click the GO button 
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ANSWER QUESTION ON APPLCIATION BELOW 
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CONTINUE TO ANSWER QUESTION ON APPLCIATION BELOW 

 

 

 

 

 

 

 

 

 

 

 

 

  



9  /  A. Jerald Johnson 
 

 

ENTER SCOPE OF WORK  

 

 

 

 

 

 

 

 

 

 

 

Scope of 
work 
MUST 
state 
this is a 
shop 
drawing 
review. 
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CONTINUE TO COMPLETE APPLICATION  
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CONTINUE TO COMPLETE APPLICATION  
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SYSTEM WILL GENERATE YOUR SUBMITTAL NUMBER BELOW.   

YOU WILL ALSO RECEIVE THE SUBMITTAL NUMBER VIA EMAIL 
IMMEDIATELY AFTER CLICKING THE SUBMITTAL BUTTON. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13  /  A. Jerald Johnson 
 

PROCESS FLOW CHART 
 

 

 

 

customer 
submits ctac eps 

cosd

ctac reviewer cks for 
4 items and accepts 

plans for review

coordinator sets up 
project in bluebeam 

and assigns to co 
fire for review

County fire 
reviews project 

in bluebeam and 
approves/disapp

roves proj.

county fire to 
enter county fire 

review fee in 
posse system for 
Coordinator to 

charge to 
authorized  
contractor 

account

Coordinator will 
assign project 

number to 
reviewrs 

workplate and 
plan review will 

begin

Customer must 
provide 

Electricatal 
permit number 

at time of 
submittal

No new permit is 
required if 
customer 

provides an 
Electrical permit 

number

Coordinator will 
contact customer 

via email once 
project  is 
approved

Customer will 
printout all 

project related 
info from 

MeckCo account

Customer is ready to start work


